PowerPoint for Switch Access Users
Talking Books

1. In a new document, begin with a blank presentation and a blank
layout. There are many design templates and formatting options that
can make PowerPoint projects more creative, but for the purpose of
learning new skills, we will begin with a blank page.
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2. Find pictures for your book.
This is just one of many ways to find pictures...
Go to the Internet
Go to www.google.com
Click on “Images”
In the search box insert a keyword that identifies the
picture you are searching for. Ex: Pig.
Select the picture you prefer.
Keep in mind that these pictures may be copyrighted
SO use them with attention to copyright laws.

g. If you are using a PC system, right click on the picture
you want.

h. Select “Save Picture As”

I. Select a folder such as “My Pictures” to save pictures
in. Be sure to name the picture so that you can easily
recall the picture.

2. Add pictures to your slide:
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Microsoft Word

a Select I nse rt | Insert Format Tools Table Window Help Acrobat
) . = Bresk. LI oo - @ HAOR
b. Se|eCt PICture = Page Mumbers. .. | B| I U ||;§ m— ||T:
- Date and Time... Sl
AutaText 3
i Eield...
= Symbal... o
{3 Comment U,L-ﬁ“|2|3l4
i TAY —_—
C . Se I eCt F ro m FI Ie Footnote. .. Ina new document, | prefer to begin with 3 blanl
d. Click on the picture T st o e FemerP Ut e re
" p - [pose of leaming skillz, we will bagin with a blank
Cross-reference. ., Sy —
you Want Index and Tables. .. | B oot —
. . I — e
e. It will automatically il cio ..
insert into your Tt s "3 i
. ) le...
PowerPoint slide. .. %ﬂ“mj“apes
Bookmark. .. & :_v'or [.?rt....
% Hyperlink, .. Ctrl+K K ITErn

@ From Scanner or Camera. ..
ﬂ Chart
P PICTOTES T (o0 ST
AT

m 0 : Pig - Microsoft Internet Explore I ]
[&] Microsoft PowerPoint - [Presentation1] i |E||i|
&)t e ven peert Fomat 1ok side LR
JDE’;H|§|El|'ﬂ-%-’*."|.—;]|ﬁHOTOlZ¢Z-T{CJ}J.|.|:|'E%%:.f|‘@ Comman Tasks = |
e )

1

Click to add notes -

BEEOsT 2 a4
JD[an’Ec-;|.ﬂgtoShapesv\ \DO4|£v£vévEr E.e, _
[ Slide 1 of 1 [ Default Desian B G

4
;ﬂStart”J @b, . | e, | Brow...| @jusi...| @Doc...”Mic... @Goo...l o e B » RS, azaem

If you click on your picture is will make “handles” visible that will allow
you to click and drag to resize the picture.

3. Add Text to your slide
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a. Select Insert Microsoft Word
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4. Add Sound to your slide

To record your voice onto the slide you will need a microphone on the
computer,

a. From the “START” Menu, select Programs, Accessories,
Entertainment, and finally Sound Recorder
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b. Record the sound you want.

c. Press the red button to begin recording and then again to
stop recording.

d. Save the recording in a folder you can easily find with a
name that you can easily recall. EX: This little piggy saved
in “My Audio” folder.
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e. Open the animation toolbar by going to “View”, “Toolbars”,

click on “Animation Toolbar.

f. In the animation toolbar, highlight the audio file to play.
Select for the audio file to play automatically after

approximately 2 seconds. This will allow the slide time to

transition before the audio plays.
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4. Add actions to your slide.

a. Select “View”

b. Select “Slide Sorter”

c. Right click on the slide to

animate.

d. Select “Transition”
In the “Transition” box, select
“On Mouse click” This will allow
the switch access user to control
the movement from one slide to
the next.

@

Repeat the above steps for each slide you
add in your “Talking Book”. These steps are just the basics. There

are many options within PowerPoint for animation and audio that can
enhance a talking book.
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